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POLICY: .01 The Laboratory may design, develop, and of fer in-
house tra in ing programs.  This subject implements
Director ’s Pol icy DP113, Training.

DEFINITION: .02 In-house tra in ing is any tra in ing sponsored by any
Laboratory organizat ion for Laboratory employees
or non-Laboratory personnel, whether the tra ining
is conducted by Laboratory employees or
contractors, whether i t  is held on or off  Laboratory
premises, and regardless of how the cost of the
train ing is charged.  An in-house course may
consist  of formal c lasses,  workshops, orientat ion
sessions, sel f-study programs, or on-the-job
train ing that involves a plan of instruct ion designed
to cause a change in performance.

.03 Deleted.

RESPONSIBILITIES:

Sponsoring .04 The sponsor ing organizations assess the need for
Organizations courses, design and develop courses to meet

identi f ied needs, determine the course content and
method of  instruction, schedule courses, arrange
for appropriate del ivery of course materia l,
evaluate courses af ter complet ion, and maintain
course f i les according to standards and procedures
establ ished by the Laboratory Training Off ice
(LTO).

.05a When a new in-house course is establ ished, the l ine
manager or the Train ing Coordinator (TC) of the
sponsoring organizat ion ver if ies that the course
design requirements conform to appropr iate
train ing standards speci f ied in the Laboratory
Train ing Manual and Training Procedures.  The
sponsoring organizat ion obtains the approvals
specif ied in .08-.10.  Each t ime an in-house course
is conducted, the sponsor ing organization must
ensure that the appropriate data on the course are
entered into the Employee Development System
(EDS) on the Labwide System Support and that a
course f i le is created, in accordance with
procedures established by the LTO.

The Laboratory Training .05b The LTO is the Off ice of Pr imary Responsibi l i ty
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Office (OPR) for t ra ining named in Director ’s Pol icy
DP113.  In col laborat ion with appropr iate
Laboratory organizat ions,  the LTO determines the
overal l  Laboratory tra in ing program, including
compl iance tra in ing requirements and other
programmatic, operat ional, and good business
practice requirements.  The LTO

Coordinates al l  Laboratorywide in-house
train ing with sponsoring organizat ions to ensure
conformance with standards and to prevent
dupl ication of ef fort;

Administers the Employee Development System,
the Laboratory ’s central ized tra in ing data base;

Wri tes the annual Laboratory Training Plan
based on div is ion train ing plans;

Prepares reports of in-house tra ining; and

Reviews and approves new and signif icant ly
revised courses that are offered Laboratorywide
(for more than one divis ion or faci l i ty) and al l
vendor-provided training.

Employee/Organization .06a The Employee/Organizat ion Development Group
Development Group (HRD-3) assists organizat ions in developing in-

house courses and tra ining analysis and provides
instruct ional design support.   HRD-3 also conducts
in-house train ing in employee leadership and
management development and sponsors train ing in
various software appl icat ions and basic technical
ski l ls.

The Safety and Risk .06b The Safety and Risk Assessment Group (HS-3)
Assessment Group assists organizations in establ ishing in-house

environmental, safety,  and health (ES&H) courses.
HS-3 also conducts generic health and safety
courses and reviews and approves al l  safety and
health courses intended for presentat ion to more
than 1 group.  HS-3 review and approval should
precede LTO review and approval, i f  required.  See
the Environment, Safety,  and Health Manual.

The Employment Group .06c The Employment Group (PS-1) reviews
employment-related  tests, including cert i f icat ion
and quali f icat ion tests, for necessi ty,  re l iabi l i ty ,
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and val id i ty to ensure that the tests are proper ly
developed and administered.

.07 Deleted.  See .06a-b.

REVIEW AND APPROVAL .08 At least 30 days before a new or s ignif icant ly
     OF IN-HOUSE COURSES: revised course is offered, the sponsor ing

organization must request review and approval of
the course by submit t ing a completed LTO Training
Approval package to the appropr iate organizations.
LTO approves Laboratorywide and vendor-suppl ied
train ing (see .05b and .10).  HS-3 approves ES&H-
related tra ining that is of fered to more than 1 group
(see .06b).

.09 Once a course has been approved, the sponsor ing
organization may of fer that course on a continuing
basis without repeating the approval process unless
the course is s ignif icant ly revised.   Attendance
information must be entered on EDS each t ime the
course is held.  See .05a.

Vendor-Supplied Training .10 The sponsor ing organization submits a completed
LTO Training Approval package and purchase
request to the LTO for review and approval i f
tra in ing services are to be provided by outside
vendors.  The sponsor ing organization must obtain
LTO approval before submit t ing a purchase request
to the Materials Management (MAT) Div is ion.
MAT wil l  not process purchase requests for
tra in ing without LTO approval.

COSTS: .11 An organizat ion that sponsors an in-house tra in ing
course may absorb the ent ire cost of the course or
may impose a fee for each part icipant.  When the
organization sponsor ing the train ing imposes a fee
for each part ic ipant, the fee may be charged

To an employee’s organizat ion,

To the employers of non-Laboratory personnel,
consistent with contract terms, or

To funding provided by the sponsor of the
program that wi l l  benefi t  from the tra in ing.

EXCEPTION:   Laboratory organizations that
offer courses to revenue customers,  for example
to computer system users,  who are not otherwise
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aff i l iated with the Laboratory, may charge fees
direct ly to course part ic ipants or their
employers.

Approval of Fees .12 If an organizat ion charges a fee for a course that is
offered on an ongoing basis,  the fee must be
approved annually by the Control ler .  See the
Financial Management Handbook,  for more information.

EMPLOYEE PARTICIPATION:

Approval .13 An employee must obtain supervisory approval to
attend in-house courses i f  no fee is assessed.  The
approval of the appropriate group-level  manager is
required to part icipate in tra ining courses given in-
house when a fee is recharged.  Supervisors may
require an employee to attend courses as part of  the
employee’s job assignment.

Reporting Time .14 For nonexempt employees,  al l  c lass t ime for job-
required in-house courses is reported as t ime
worked; c lass t ime for job-related in-house courses
held dur ing scheduled work hours or over lapping
scheduled work hours is a lso reported as t ime
worked.  For exempt employees, class t ime spent in
job-required or job-related in-house courses is
reported as t ime worked when the c lass t ime fal ls
during the employee’s scheduled work hours.

Certificates and Records .15 Sponsors of  in-house courses may award
of Training cert i f icates to successful course part ic ipants.

Employees may have the or ig inal cert i f icate, or a
photocopy thereof, p laced in their personnel or
individual t raining f i les.

PARTICIPATION BY NON- .16 Non-Laboratory personnel, including Laboratory
     LABORATORY Affi l iates and contractors, are el ig ib le to attend in-
     PERSONNEL: house tra in ing only when the training is required

(see AM 401) or when the Department of  Energy
(DOE) requests that non-Laboratory personnel
part ic ipate, for  example,  because

The train ing is required by a DOE Order or
other federal or state law or regulat ion,

http://bus.lanl.gov/bus3/fmh/fmh.htm
http://admin_manual.lanl.gov:1500/pdfs/adm/am401.pdf
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Non-Laboratory personnel need the tra in ing to
perform their  assignments,  or

Non-Laboratory personnel lack certain ski l ls
necessary to perform the assignment and the
services of  an individual with the necessary
ski l ls cannot be obtained.

Approval .17 The appropriate group-level manager must approve
non-Laboratory personnel at tendance at in-house
train ing i f  the cost of the tra in ing is recharged to
the host organizat ion or i f  such approval is  required
by the sponsor ing organization.  The approval
documentation must include an explanat ion of why
the tra in ing was required.  The sponsor ing
organization should retain approval documentat ion
in the course f i le.

INSTRUCTORS: .18 When a Laboratory employee is assigned to teach
an in-house course,  the teaching is considered part
of normal duties.  Therefore, Laboratory employees
receive no addit ional or special compensation for
such teaching,  except that nonexempt employee
instructors are paid for a l l  t ime worked.   Training
personnel must meet the competency requirements
specif ied by LTO in the Train ing Staf f
Quali f icat ion Program.


